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PCOLI CE MAJOR

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e adm nistrative and
supervi sory positions, the primary duty of which is coordinating
the activities of the patrol shifts. Enpl oyees of this class
manage | aw enforcenent functions for assigned shifts, including
managi ng all assigned personnel and supervising the care of
assigned equi pment and property. Police Majors are also
responsi bl e for overseeing the preparation of required records
and for perform ng assigned public relations duties, in addition
to assisting in research and planning for department
activities. The positions of this class require the ability to
perform routine and special assignnments with a high degree of
i ndependence. Work is reviewed by the Assistant Police Chief,
and this class ranks directly below that of Assistant Police
Chi ef .

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages the operation of a police departnment service or

di vi si on, i ncluding making decisions concerning officer
depl oynent . Oversees and personally perforns |aw enforcenent
activities in the areas of patrol operations, traffic control
and traffic accident investigation, crimnal investigations,
special tactical operations, the handling of juveniles, and/or
jail operations. Conducts inspections of assigned departnment

services, evaluates the effectiveness of these services, and
di scusses such evaluations with enployees in charge of areas
inspected to correct or inprove problemareas. Assists in the
research and planning of programs and activities of the
depart nment. Studi es new | aws, regulations, ordinances, and
court rulings relating to police departnment operations to
determne if changes in departnment policies and procedures are
needed. Keeps inforned on nodern nethods of police departnment
wor k and any | ocal conditions which the departnment may be cal |l ed
upon to conmbat. Works with police officers’ |abor unions and
rel ated organi zati ons whose operation affects the careers of
police departnment personnel and the work of the police
departnment. Reviews i ncom ng communi cati ons, maki ng assi gnnments
to staff or routing work to the appropriate person or | ocation.

Organi zes and manages the personnel recruitnment and sel ection
program including interview ng prospective enpl oyees and naki ng
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recommendations for hiring. Keeps pronotional eligibility lists
and recomends pronotions in accordance with civil service | aw.
| nvestigates all accidents involving departnent equipnent or
personnel, determ nes cause, and mkes recommendations on
procedures to avoid future accidents. | nvestigates conplaints
agai nst departnment personnel and formnul ates a recommendati on for
reply to the conplaint or for action to be taken. Sees that all
departnment personnel policies conformto EECC standards. Makes
recommendations for inprovenents in the training program
Maintains a library of training materi al s.

Answer s questions or handles conplaints fromthe public about
the operation of the police departnment or related areas of |aw
enf or cenent . Coordi nates special service projects including
community relations progranms to enhance the public i nage of the
police departnment. Wirks with other |aw enforcenment or rel ated
agencies, releasing information and giving assistance when
required. Serves as official department representative tp the
news nedia and at any assigned neetings to give reports, offer
advi ce, make recommendati ons, and keep informed on | ocal trends
that may affect the police service.

Hol ds neetings with subordi nates to receive reports, dissem nate
information, or del egate authority. Assigns work areas and work
schedul es, including approving |eave. Eval uates the work
performance of subordinates and wites enployee evaluation
reports. Provides on-the-job training for departnment nenbers.
Resol ves enpl oyee conplaints and grievances, and counsels
enpl oyees who are experiencing work probl ens. Participates in
mai nt ai ni ng di sci pline.

Manages bookkeeping of all departnment accounts in order to
mai ntain accurate fiscal records. Prepares expenditure
esti mates and aut horizes the expenditure of funds allocated for
police departnment operation. Purchases or recommends the
purchase of equi pment and supplies in the manner provi ded by the
|awful authority. Gathers information to be used in conpiling
budgets and prepares the department operating budget.

Determ nes what information should be included in departnent
records and in what form this information should be kept.
Devel ops new forns or revises old ones in order to inprove
accuracy and efficiency of docunentation. Supervi ses the
preparation and mai nt enance of departmental records and reports
by reviewing records conpleted by subordinates and by
periodically inspecting systens and facilities for maintaining
such. Wites reports needed to document the activity of the
assigned division. Wites letters in answer to witten or oral
requests or as needed to handl e problens of the police service.
Wites newspaper articles or any other type of official
depart ment position paper for publication. Wites requests for
grants or other special funds to aid in the operation of the
police service.
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Supervises the general care, mai nt enance, and use of
departnental equipnent, vehicles, stations and grounds, and
other related property. Mai nt ai ns department inventory of

suppl i es and equi pnent and di sburses supplies and equi pnent to
pol i ce personnel as required.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenments nust be net before
adm ssion to exam nation.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Louisiana.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must possess and maintain a valid Louisiana driver’s license.

Must be a regul ar and permanent enpl oyee in the class of Police
Capt ai n.
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